FAYETTEVILLE POLICE DEPARTMENT
FAYETTEVILLE, ARKANSAS 72702

GENERAL ORDER # 15

SUBJECT: WRITEUPS REQUIRED REPORTS

CROSS-REFERENCE:
' mﬂ. Woatgr
DATE APPROVED BY COP: May 30, 2000 Chief Richard L. WATSON

PURPOSE: To establish uniform guidelines for patrol shift
supervisors to ensure reports are being created by officers when
required. Furthermore, this general order will detail the proper
method for supervisors to run the WRITEUPS REQUIRED REPORT with the
New World Systems public safety software.

ORDER: Supervisors are directed to ensure reports are completed
in a timely fashion. This is to be accomplished by generating a
WRITEUPS REQUIRED REPORT on a weekly basis. This report will
identify each incident that was given a disposition one (report
taken) but a case has not been entered into the computer system.

PROCEDURES:

1. On a weekly basis the supervisors over each patrol shift shall
ensure that the WRITEUPS REQUIRED REPORT is generated. The
following directions are provided to simplify the process:

e From the PATROL SUPERVISOR MENU select option 24 - Write Ups

Required Report.

¢ This will take you to Case Reports Menu select option 1 -
Write Ups Required Report.

® You will then need to enter the from and through dates for
your request. (DO NOT LEAVE THE DATE FIELDS BLANK) Hit enter

and the report will print.

2. Once the report has run a superv1sor should review it to
determine the number of incidents in which reports were not entered
into the system. If the supervisor determines a report should have
been completed by an officer under his/her command then the officer
should be required to complete one as soon as possible. Steps
should also be taken by the supervisor to ensure this action does
not occur again.

3. In the event no report was required and information was

entered in error then the supervisor should contact the Central
Dispatch Manager to correct the information in the system.
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